
Changing Your Name

There are 3 easy steps to change your name:

1. Submit a name change request in HR Links

2. Request a new GSA access card

3. Request an updated email address

Submit a name change request in HR Links

If you are changing your name due to a Qualifying Life Event (QLE), such as marriage or

divorce, you can also change your benefits using these guides:

● Updating Federal Employee Health Benefits (FEHB)

● Updating Federal Employees Group Life Insurance (FEGLI)

Need to update your beneficiaries?  Visit InSite for more information.

Questions about QLEs or your benefits? Contact your Benefits and Retirement Specialist.

1. From the HR Links homepage, select the Employee Personal Info Tile; View/Update Personal

Info link.
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https://www.opm.gov/healthcare-insurance/life-events/
https://corporateapps.gsa.gov/corporateapps/files/HRLinks_FEHB_QLE.pdf
https://corporateapps.gsa.gov/corporateapps/files/HRLinks_FEGLI_QLE.pdf
https://insite.gsa.gov/topics/hr-pay-and-leave/benefits/retirement/preretirement/designation-of-beneficiary?term=designation
https://insite.gsa.gov/topics/hr-pay-and-leave/benefits/benefits-and-retirement-specialists


1. From the Personal Information page, select the pencil icon next to your current name in the

system.

2. Enter the Effective Date of your name change.
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3. Enter your new legal name using the First Name, Last Name, and Middle fields.
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4. Select Add Attachment to attach proof of your name change.

5. Select the type of attachment you’re uploading from the dropdown.

HR Links Employee Self Service: Changing Your Name | 4



6. Select Add Attachment.

7. Select Browse to locate the file you are uploading, then select Upload.
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8. The name of your attachment is displayed in the Attachments window.

a. Select Save & Return if you’re done uploading attachments.

b. Select Save & Add More if you need to add more attachments.
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9. Confirm that you’ve attached proof of your name change.  Select Submit.

HR Links Employee Self Service: Changing Your Name | 7



10. Your name change will be displayed on the Personal Information page under your

current name, with the effective date and approval status.

Request a new GSA access card

Once your name has been updated in HR Links, initiate a request for a new GSA access card by

emailing hspd12.security@gsa.gov. In the email, include:

● A statement saying that your name has already been changed in HR Links.

● Your previous legal name (first, middle, last name)

● Your new legal name (first, middle, last)

You will be contacted by the GSA Managed Service Office (MSO) to schedule an appointment to

enroll for a new badge.

Request an updated email address

Log on to Service Now and follow these instructions for submitting a name change.
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mailto:hspd12.security@gsa.gov
https://www.fedidcard.gov/mso-contact-information
https://gsa.servicenowservices.com/sp/
https://gsa.servicenowservices.com/sp/?id=kb_article&sys_id=e6c6e903db2c834007d97e721f9619a6

